General McLane School District
Technology Training

Google Calendars

Google has many on-line tools free for use . . . today’s topic is Calendar.

Go to www.Google.com
At left, click more
Choose Calendar

Create an account
Use your current email address (or create a Gmail account)
Choose a password easy for you to remember

Views
Day, Week, Month, Next 7 Days, Agenda view
Go forward to next month(s) or back to previous month(s) by using arrgws

Mail Calendar Documents Photos Groups Web y/

G ) gl | Search Public ¢
QO
Create Event December 2007

Quick Add Sun Mon

« December 2007
S M T W T F S

4GM Thanksgiving Break

Print
Click Print (next to views)

pmackowski@gmail.com | What's New | Settings | Help | Sign out

Day Week Month Next7 Days Agenda

Thu Fri Sat
1

All Star League 6:20p Work at stadium Y Swim meet v Jamestown

8p Eastside Y practice 7:30 Lan to MPS for




Add events to your calendar
Click on the date and type event (Movie with Sue, ie.)
Click Create Event or edit event details
Add place, time, and other details
Can invite a guest (supply email address)—box to right
Can use reminders (pop-up or email, etc.)—box below

Click SAVE
« Back to Calendar Save I Cancel |
What |Breakfast with Santa
When [12/23/2007  |9:00am  to|10:30am |12/23/2007 [ All day
Repeats: | Does not repeat ~
Where |American Legion
Calendar | Pamela Mackowski ~|

Description |Remember to tell Santa you've been good!”

Others can view your calendar
Share your calendar’s url v Add | v

My Calendars 2p MPS
Set as your home page

Firefox—go to Firefox, Preferences, Main vl Pamela Mackowskl &4 2p YFU

Safari—go to Safari, Preferences, General
8 i GMHS Lab 201
Add other calendars gl GMHS Lab 503

My Calendars (other Google Calendars)
Other Calendars (online) » Other Calendars 2p MPS

Click Manage Calendars ¥ China Holldays -
Al Christlan Holldays [
"l Google Doodles v

US halldays v

v

v

Change settings for your calendar
Click Manage Calendars, General Tab

Manage calendars



